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Sandwell Consortium Projects & Teams Support Officer 
	Salary	        
	£23,000 (full-time equivalent) – paid pro rata for part time hours


	Working Hours
	21-28 hours per week (negotiable)


	Contract

	Fixed term to 31st December 2024, with extension if funding is available 

	Location
	Oldbury (town centre)


	Responsible to
	Programmes Manager


	Responsible for
	Supporting the implementation of Sandwell Consortium’s work programme 
Supporting the CEO in implementing the Consortium’s Business Plan


	Closing date
	Weds 27th March 2024, 11.59pm




Values
Sandwell Consortium’s vision is to build a thriving voluntary sector consortium that:
· enables people to make positive change
· supports communities to be successful
· develops its members and services to meet local needs.

As individuals - we act with integrity, treat people with respect and take personal responsibility. 
As a Consortium - we work in partnership to enable individuals through a person-centred approach.

Sandwell Consortium background
Sandwell Consortium is a community interest company, with ten member organisations, which are all established community organisations, based at the heart of the Sandwell neighbourhoods they serve. 
These ten member organisations comprise the Board of Directors, governed by Articles of Association. This model means that the Consortium is shaped, steered and directly accountable to its member organisations and the communities they serve and are led by. There is also one independent Board member.
As well as providing services in local neighbourhoods, our members have specialist reach to specific minority ethnic and cultural communities, and to residents with disabilities. We also work with additional delivery partners to further extend our reach to Sandwell’s diverse communities across all six towns of the borough.
Together we address unmet need, tackle disadvantage, and promote social inclusion.
We work in partnership with: Sandwell Metropolitan Borough Council, Sandwell Council for Voluntary Organisations (SCVO) Sandwell Adult & Family Learning, Sandwell College, Sandwell and Black Country NHS Trusts, West Midlands Combined Authority and the wider voluntary sector across the Black Country and the West Midlands.  

Sandwell Consortium Services
Our services include:
· welfare rights and cost of living advice 
· health and wellbeing (Sandwell Health Inequalities Programme)
· employment support and volunteering
· community-based learning, including English language courses (Sandwell Language Network), financial literacy, health literacy and digital literacy
· community engagement, social action, capacity building and volunteering.

Currently, our services are mainly grant funded by Sandwell Council, local NHS trusts, West Midlands Combined Authority (government programmes) and the National Lottery Community Fund.

Working with us
Sandwell Consortium offers a friendly and supportive work environment where we encourage staff to develop their skills and build confidence. We celebrate diversity and promote equality of opportunity within our staff team and across our services. 

Job purpose and summary
The role will provide support to the Programmes Manager and wider team with the smooth management of the Consortium programme, and support for projects delivered by our partners. 
The role will provide support to the CEO in implementing the Consortium’s Business Plan, and co-ordinate an annual programme of board meetings; and provide PA support to the CEO.
The role will ensure the smooth and efficient running of the Consortium’s offices including updating IT, communications and admin systems and staffing rotas. 

Special conditions
There will be occasional out of office hours and some Sandwell wide travel.
There are occasional opportunities to work from home.











Areas of Work

Support Programmes Manager and Projects Team
· Work with the Programmes Manager and the Projects Team to put in place effective systems for monitoring performance of services, analyse data and produce performance reports.
· Liaise with delivery partners and funding partners to ensure timely submission of paperwork responding to queries and providing project information. 
· Support the Team to provide training to partners on monitoring and reporting systems.
· Support the Programme Manager with monthly, quarterly, and annual impact reporting to the CEO, the Board and the Consortium’s funders.
· Act as the main point of contact for enquiries or referrals to the services provided by the Consortium’s members and delivery partners.

Support the CEO
· Support the CEO with an annual programme of board meetings, and sub committees; and with meetings with external partners as required.
· Provide information and background research for tenders and funding proposals.
· Research and set up a database of charitable trusts and foundations to support the Consortium’s funding strategy.
· Support the implementation of a communications strategy, across digital, social, and print media by
· updating the website with content (provided) and images to reflect developments in the Consortium’s services; and posting regular news features
· support the production of draft content and images for annual impact reporting on the Consortium’s projects and services
· supporting the Consortium’s profile-raising activities and events as requested by the CEO.
· Co-ordinate the agreed programme of policy review and distribute new and updated policies as required.

Office administration and support for staff team
· Ensure the efficient running of the office premises by co-ordinating and organising the day to day operation and staffing of the Consortium Office 
· Provide an effective working environment for all staff by:
· Liaise with our premises hosts and service providers to maintain the operations of the office (Internet access, printing, etc).
· Ensure the Consortium’s electronic and paper administrative systems are effective and updated as required.
· Ensure office supplies are stocked and replaced as required.
· Co-ordinate meetings as requested, take and distribute notes of meetings, book rooms, refreshments and catering as requested.
· Organise (electronic) diaries and staff calendars/rotas when required.
· Administer petty cash and liaise with the Finance Manager on billing and payment of invoices.

Person specification

Experience, Skills & Competencies 

1. Experience of operational support for a small team/organisation (E)
2. Experience/knowledge of monitoring systems (E)
3. Competent in MS Office Word, Excel, Outlook; MS Teams; database; and basic graphics software (E)
4. Experience of setting up and managing electronic filing systems. (E)
5. Practical administrative and organisational skills (E)
6. Good interpersonal verbal, and written communication skills (E)
7. Basic IT Design skills (for flyers, posters etc) (E)
8. Confident with everyday numeracy (E)
9. Flexible and adaptable – happy to turn a hand to what needs to be done (E)
10. Able to plan and organise your own workload to meet targets and deadlines (E)
11. Experience of researching on the internet and summarising information (E) 
12. Experience/knowledge of putting content onto websites and social media (E)
13. Able to adopt a problem solving approach to challenges (E) 
14. Open to learning new skills and trying new approaches (E)
15. Experience/knowledge of basic finance processes e.g. invoicing, petty cash, bill paying (D)
16. Note taking/minute taking skills (D)

Essential/Desirable = E/D
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